









































 


Part I A – Technical Proposal 
RFP Title: Transcription Services 


RFP: 2091 
Vendor Name: Always On Time, LLC 


Address: P. O. Box 96775 
Las Vegas, NV 89193 


Opening Date: March 17, 2015 
Opening Time: 2:00 PM 
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Scope of Work 
 
Always On Time would be performing the Transcription Services for the requesting Department 
when required.  The projected turnaround time for files will be 14 business days from receipt of file 
unless otherwise specified at the time of the order.   
 


Although we are located in Las Vegas, Nevada where the majority of hearings will take 
place, it is noted that we do not have to attend the hearings.  For ease in transfer of files, 
we utilize a free web based, completely secure file transfer application in a private drop box 
dedicated to Always On Time’s files.  The files are automatically deleted after 7 days from 
the site, however, Always On Time deletes the files upon successful download.  The 
company that we partner with on this is TransferBigFiles.com.  We have been using them 
for over 7 years now with complete success.  We have never experienced a breach of 
security or any significant downtime to their site.  In addition, should there be downtime, we 
have a back-up web transfer site, HighTail, formerly YouSendIt that we can utilize as well.   


 
Once we received the audio file, we would transcribe the file in accordance with the Formats for 
Transcripts, provided by the State in the proposal.  Once the transcript is completed, we would 
transfer all relevant material to requesting party through email or other requested method by the 
Department. 
 


We can accept and convert:  wav, mp3, wma, mp2, m4a, ogg, avi, mid, flac, mov, amr, aac, 
mpga, dct, au, aif/aiff, raw, dvf, vox, cda, gsm, sri, shn, msv, wmv – and more!  We can 
also accept and convert most video files as well.  If in the event that the file was in another 
format, Always On Time is fully fitted with the proper software and equipment to get the file 
in a format that we can transcribe the file properly.  All of this at no additional charge.  


 
Again, all files are transcribed and then proofread for quality assurance purposes.  In the 
quality check portion of the file, we listen to the file from start to finish and correct any 
misheard portions, spelling or grammatical errors and try to properly make out any 
inaudible portions.  If any areas are inaudible and are not able to be heard or deciphered, 
we will mark each inaudible spot with [unintelligible] and a time stamp for editing purposes.   
 


We adhere to strict accuracy policies and strive for near perfect rates.  Our goal is perfect accuracy 
all of the time, but typically fall in the 98-99% accurate range on all of our transcriptions.  This goal 
of 98% accuracy happens in 100% of all of our transcripts.  All of the transcriptions are reviewed 
for accuracy adherence.   


 
Our confidentiality policy is:  Everything is confidential, period.  We allow no release of information 
regarding or retained in audio files transcribed.  In the ten years that we have been operating, we 
have never had a security breach, internal breach of information, confidentiality breaches or 
information leaked.   
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Work Flow  
 
Hearing is conducted by 


Department.   
 


Always On Time receives email 
notification of specifics needed 


from requesting party at 
department.  


  The recorded version of 
interview is then sent through 


email or Always On Time’s secure 
online file transfer service.  Once 


link is received via email,  
Always On Time visits secure site 


to retrieve audio files. 
 
 


 


Always On Time download files from secure site and uploads them into 
transcription software to transcribe file.  


 


File is transcribed verbatim. 
 


File is proofed for accuracy 
and clearing any inaudible 


portions and/or making sure 
all verbiage is accurate in the 


transcription. 
 


Electronic transcript is sent to 
requesting party within 14 


calendar days, unless otherwise 
specified by Department. 
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VENDOR INFORMATION: 


 
 
 


Question Response 
Nevada Business License 
Number: 


NV20081637627 


Legal Entity Name: Always On Time, LLC 
 


Is “Legal Entity Name” the same name as vendor is doing business as? 
 


Yes X No  
 


If “No”, provide explanation. 
 
 
 
 
Has the vendor ever been engaged under contract by any State of Nevada agency?   
 


Yes  No X 
 


Question Response 
Company name: Always On Time, LLC 
Ownership (sole proprietor, partnership, etc.): LLC 
State of incorporation: Nevada 
Date of incorporation: 2008 
# of years in business: 13 
List of top officers: Jaime Caris 
Location of company headquarters: Las Vegas, NV 
Location(s) of the company offices: Las Vegas, NV 
Location(s) of the office that will provide the 
services described in this RFP: 


Las Vegas, NV 


Number of employees locally with the 
expertise to support the requirements 
identified in this RFP: 


3 


Number of employees nationally with the 
expertise to support the requirements in this 
RFP: 


15 


Location(s) from which employees will be 
assigned for this project: 


Las Vegas, NV 
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If “Yes”, complete the following table for each State agency for whom 
the work was performed.  Table can be duplicated for each contract 
being identified. 


Question Response 
Name of State agency:  
State agency contact name:  
Dates when services were 
performed: 


 


Type of duties performed:  
Total dollar value of the 
contract: 


 


 
Are you now or have you been within the last two (2) years an employee of the State of Nevada, 
or any of its agencies, departments, or divisions? 
 


Yes  No X 
 


If “Yes”, please explain when the employee is planning to render 
services, while on annual leave, compensatory time, or on their own 
time? 
 
If you employ (a) any person who is a current employee of an agency of 
the State of Nevada, or (b) any person who has been an employee of an 
agency of the State of Nevada within the past two (2) years, and if such 
person will be performing or producing the services which you will be 
contracted to provide under this contract, you must disclose the identity 
of each such person in your response to this RFP, and specify the 
services that each person will be expected to perform. 


 
Disclosure of any significant prior or ongoing contract failures, contract breaches, civil or 
criminal litigation in which the vendor has been alleged to be liable or held liable in a matter 
involving a contract with the State of Nevada or any other governmental entity.  Any pending 
claim or litigation occurring within the past six (6) years which may adversely affect the 
vendor’s ability to perform or fulfill its obligations if a contract is awarded as a result of this RFP 
must also be disclosed. 
 


Does any of the above apply to your company? 
 


Yes  No X 
 


If “Yes”, please provide the following information.  Table can be 
duplicated for each issue being identified. 
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Question Response 
Date of alleged contract 
failure or breach: 


 


Parties involved:  
Description of the contract 
failure, contract breach, or 
litigation, including the 
products or services involved: 


 


Amount in controversy:  
Resolution or current status of 
the dispute: 


 


If the matter has resulted in a 
court case: 


Court Case Number 
  


Status of the litigation:  
 
Vendors must review the insurance requirements specified in Attachment E, Insurance 
Schedule for RFP 2091.  Does your organization currently have or will your organization be 
able to provide the insurance requirements as specified in Attachment E. 
 


Yes X No  
 


Any exceptions and/or assumptions to the insurance requirements must 
be identified on Attachment B, Technical Proposal Certification of 
Compliance with Terms and Conditions of RFP.  Exceptions and/or 
assumptions will be taken into consideration as part of the evaluation 
process; however, vendors must be specific.  If vendors do not specify 
any exceptions and/or assumptions at time of proposal submission, the 
State will not consider any additional exceptions and/or assumptions 
during negotiations.  
 
Upon contract award, the successful vendor must provide the Certificate 
of Insurance identifying the coverages as specified in Attachment E, 
Insurance Schedule for RFP 2091. 
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COMPANY BACKGROUND 
 
Company background/history and why vendor is qualified to provide the services described in 
this RFP.  Limit response to no more than five (5) pages. 
 
 
Brief History 
 
Since 2002, Always On Time has been performing Virtual Assistance and Transcription 
services to government entities, small businesses, professionals, entrepreneurs, educators 
and students and individuals.  We are a firm that helps our clients operate better (and more 
effectively).  
 
We’re certified by the state of Nevada as a DBE in Virtual Business Support, and serve clients 
around the globe. We handle tasks others want to outsource – either because they have too 
much work, because they don’t have the proper expertise, or because they don’t want to pay 
full-time people to perform sporadic (and inconsistent) tasks.  
 
Always On Time takes care of most any administrative or operational project in addition to legal 
and general transcription projects. That includes a variety of different support services under 
the administrative realm like data entry, word processing, bookkeeping, desktop publishing, 
etc. We construct (and complete) spreadsheets; handle billing and invoicing; construct and 
complete a direct mail campaigns; get business cards or brochures printed (in addition to 
various other printing mediums); even handle ad placement or reference checks and conduct 
interviews for human resources purposes. 
 
Our true expertise, however, lies in transcription.   We transcribe a variety of digital media files 
including audio and video from a variety of different sources.  Whether it be for law 
enforcement, educators or students looking to finish dissertations or professionals conducting 
one-on-one interviews to focus groups; we transcribe it.  We are able to accept a wealth of file 
types and have easy and quick ways to upload files.  We offer expedited turnaround times for 
all files and strive to beat all file deadlines.   We are Always On Time®. 
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Length of time vendor has been providing services described in this RFP to the public and/or 
private sector.  Please provide a brief description. 
 
 
Jaime Caris, President of Always On Time will be your key contact throughout the term of this 
contract.  She has been operating Always On Time since 2002 and has almost 20 years of 
administrative experience.  She has over 10 years of transcription experience.  Current clients 
include:   State of Maryland, Department of Mental Health and Hygiene, Department of 
Developmental Disabilities, Charleston Police Department in South Carolina and was recently 
accepted as one of two transcription firms allowed to work with the Office of the Criminal 
Justice Service out of Maricopa County, Arizona.  In addition to law enforcement agencies, 
Always On Time’s services are used by private detectives and other investigators in personal 
insurance claims, fire insurance claims and motor vehicle claims.  Because of the work 
completed for them and others, Ms. Caris is a perfect fit for the State of Nevada.   
 
Always On Time has Lead Transcriptionists that will be assigned to transcribe files in addition 
to Jaime Caris as the main transcriptionist for your contract and throughout the term.  They will 
work as additional support to ensure all deadlines are met with the utmost accuracy.  The Lead 
Transcriptionists have additional transcriptionists assigned to them as well. 
 
Carol Chope, Lead Transcriptionist for Always On Time has over 40 years of legal transcription 
and paralegal type work in her background.  She has worked for Always On Time for a number 
of years and has always produced exceptionally quality work.  Her background allows her to be 
a lead in the law enforcement and legal arena for Always On Time.  She has worked for various 
law firms and private attorneys in addition to having a Paralegal Certificate from Penn State.   
 
Elaine Hughes, Lead Transcriptionist for Always On Time has over 20 years of transcription 
experience, both in general and legal transcription.  For several years her work consisted solely of 
Federal and State government contracts for unemployment compensation, social security and 
immigration hearings.  She has been fingerprinted and has Federal Security clearance. 
 


Always On Time Organization Chart 
 


  


Jaime Caris 
President 


Lead  
Transcriptionist 


Transcriptionist Transcriptionist Transcriptionist 


Lead  
Transcriptionist 


Transcriptionist Transcriptionist Transcriptionist 
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SUBCONTRACTOR INFORMATION 
 
Does this proposal include the use of subcontractors? 
 


Yes  No X 
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BUSINESS REFERENCES 
 
Vendors should provide a maximum of five (5) business references from similar projects 
performed for private, state and/or large local government clients within the last three (3) years. 
 
Vendors must provide the following information for every business reference provided by the 
vendor and/or subcontractor: 
 


The “Company Name” must be the name of the proposing vendor or the 
vendor’s proposed subcontractor.   


 
 
 
 
 


Reference #:  
Company Name: Always On Time 


Identify role company will have for this RFP project 
(Check appropriate role below): 


         X VENDOR  SUBCONTRACTOR 
Project Name:  


Primary Contact Information 
Name: Kim Casey, Mohave County 
Street Address: P.O. Box 7000 
City, State, Zip: Kingman, AZ 86402 
Phone, including area code: 928-453-0738 x 4309 
Facsimile, including area code: 928-753-0721 
Email address: Kim.casey@co.mohave.az.us 


Project Information 
Brief description of the 
project/contract and description of 
services performed, including 
technical environment (i.e., software 
applications, data communications, 
etc.) if applicable: 


Mohave County Office of Criminal Justice 
Services has awarded a contract to Always 
On Time to provide transcription services for 
various departments and county contractors 
throughout Mohave County.  This can include 
but is not limited to various interviews, 
witness testimony, court hearings, informal 
hearings and other recordings based on the 
specific needs of the department.   


Original Project/Contract Start Date: 2011 
Original Project/Contract End Date: Ongoing 
Original Project/Contract Value: Open 
Final Project/Contract Date: Ongoing 
Was project/contract completed in 
time originally allotted, and if not, 
why not? 


Contract is ongoing and open. 


Was project/contract completed within 
or under the original budget/ cost 
proposal, and if not, why not? 


Contract is ongoing and open and has always 
been in line with budget and/or cost 
proposal. 
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Reference #:  
Company Name: Always On Time 


Identify role company will have for this RFP project 
(Check appropriate role below): 


         X VENDOR  SUBCONTRACTOR 
Project Name:  


Primary Contact Information 
Name: Lt. Anita Craven, City of Charleston  
Street Address: 180 Lockwood Boulevard 
City, State, Zip: Charleston, SC 29403 
Phone, including area code: 843-965-4148 
Facsimile, including area code:  
Email address: cravena@charleston-sc.gov 


Project Information 
Brief description of the project/contract 
and description of services performed, 
including technical environment (i.e., 
software applications, data 
communications, etc.) if applicable: 


Charleston Police Department, Professional 
Standards Office has contracted with Always 
On Time since 2010.  We transcribe interviews 
for their department that consist of Officer 
testimony and witness or victim testimony 
and statements.  We have also transcribed 
internal hearings after the investigations were 
complete.  The transcription is done in Word 
document formatted specific to the needs of 
the Department.  Typically they get all 
submitted files within 24 hours of submittal, 
however we do not have a specified 
turnaround time established.  We have a 
standing purchase order with the department 
and bill monthly for all work completed under 
that purchase order number.  All delivery of 
their files is done through email to their 
requesting party and they use our free secure 
online file transfer service to deliver files to 
Always On Time.   
 


Original Project/Contract Start Date: 2010 
Original Project/Contract End Date: Ongoing 
Original Project/Contract Value: Open 
Final Project/Contract Date: Ongoing 
Was project/contract completed in time 
originally allotted, and if not, why not? 


Contract is ongoing and open. 


Was project/contract completed within or 
under the original budget/ cost proposal, 
and if not, why not? 


Contract is ongoing and open and has always 
been in line with budget and/or cost proposal. 
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Reference #:  
Company Name: Always On Time 


Identify role company will have for this RFP project 
(Check appropriate role below): 


         X VENDOR  SUBCONTRACTOR 
Project Name:  


Primary Contact Information 
Name: Michele Ferges, State of Maryland 
Street Address: 201 W. Preston Street 
City, State, Zip: Baltimore, MD 21201 
Phone, including area code: 877-463-3464 
Facsimile, including area code:  
Email address: mferges@dhmh.state.md.us 


Project Information 
Brief description of the project/contract 
and description of services performed, 
including technical environment (i.e., 
software applications, data 
communications, etc.) if applicable: 


State of Maryland, Department of Mental 
Health and Hygiene awarded a contract to 
Always On Time to provide transcription 
services for the Developmental 
Disabilities Administration.  Typically we 
are transcribing Informal Hearings 
conducted for people appealing the 
denials received by the DDA.  This project 
can also include but is not limited to 
various witness testimony, other types of 
hearings, and other recordings based on 
the specific needs of the department.   
 


Original Project/Contract Start Date: 2011 
Original Project/Contract End Date: Ongoing 
Original Project/Contract Value: Open 
Final Project/Contract Date: Ongoing 
Was project/contract completed in time 
originally allotted, and if not, why not? 


Contract is ongoing and open. 


Was project/contract completed within or 
under the original budget/ cost proposal, 
and if not, why not? 


Contract is ongoing and open and has 
always been in line with budget and/or 
cost proposal. 
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PROPOSED STAFF RESUME FOR RFP 2091 
A resume must be completed for all proposed prime contractor staff and proposed subcontractor staff. 


 


Company Name Submitting Proposal: Always On Time 


 
Check the appropriate box as to whether the proposed individual is 


 prime contractor staff or subcontractor staff. 
Contractor: X Subcontractor:  


 
The following information requested pertains to the individual being proposed for this project. 


Name: Jaime Caris Key Personnel: 
(Yes/No) Yes 


Individual’s Title: President 
# of Years in Classification: 13 # of Years with Firm: 13 
 


BRIEF SUMMARY OF PROFESSIONAL EXPERIENCE 
Information should include a brief summary of the proposed individual’s professional experience. 


 
Jaime Caris, started Always On Time in 2002 and has 20 years of administrative experience.  She 
has over 10 years of transcription experience 
 


RELEVANT EXPERIENCE 
Information required should include:  timeframe, company name, company location, position title held during 


the term of the contract/project and details of contract/project. 
 
 
 
 


EDUCATION 
Information required should include: institution name, city, state,  


degree and/or Achievement and date completed/received. 
 
 
 
 


CERTIFICATIONS 
Information required should include: type of certification and date completed/received. 


 
 
 
 


REFERENCES 
A minimum of three (3) references are required, including name, title, organization, phone number, fax number 


and email address.   
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PROPOSED STAFF RESUME FOR RFP 2091 
A resume must be completed for all proposed prime contractor staff and proposed subcontractor staff. 


 


Company Name Submitting Proposal: Always On Time 


 
Check the appropriate box as to whether the proposed individual is 


 prime contractor staff or subcontractor staff. 
Contractor: X Subcontractor:  


 
The following information requested pertains to the individual being proposed for this project. 


Name: Carol Chope Key Personnel: 
(Yes/No) Yes 


Individual’s Title: Lead Transcriptionist 
# of Years in Classification: 4 # of Years with Firm: 6 
 


BRIEF SUMMARY OF PROFESSIONAL EXPERIENCE 
Information should include a brief summary of the proposed individual’s professional experience. 


 
Carol Chope, Lead Transcriptionist for Always On Time has over 40 years of legal transcription 
and paralegal type work in her background.  She has worked for Always On Time for a number 
of years and has always produced exceptionally quality work.  Her background allows her to be 
a lead in the law enforcement and legal arena for Always On Time.  She has worked for various 
law firms and private attorneys in addition to having a Paralegal Certificate from Penn State.   
 
 


RELEVANT EXPERIENCE 
Information required should include:  timeframe, company name, company location, position title held during 


the term of the contract/project and details of contract/project. 
 
 
 
 


EDUCATION 
Information required should include: institution name, city, state,  


degree and/or Achievement and date completed/received. 
 
Paralegal Certificate from Penn State 
 
 


CERTIFICATIONS 
Information required should include: type of certification and date completed/received. 


 
Paralegal Certificate from Penn State 
 
 


REFERENCES 
A minimum of three (3) references are required, including name, title, organization, phone number, fax number 


and email address.   
 







Revised:  09-25-13 Resume Form Page 1 of 1 


PROPOSED STAFF RESUME FOR RFP 2091 
A resume must be completed for all proposed prime contractor staff and proposed subcontractor staff. 


 


Company Name Submitting Proposal: Always On Time 


 
Check the appropriate box as to whether the proposed individual is 


 prime contractor staff or subcontractor staff. 
Contractor: X Subcontractor:  


 
The following information requested pertains to the individual being proposed for this project. 


Name: Elaine Hughes Key Personnel: 
(Yes/No) Yes 


Individual’s Title: Lead Transcriptionist 
# of Years in Classification: 2 # of Years with Firm: 5 
 


BRIEF SUMMARY OF PROFESSIONAL EXPERIENCE 
Information should include a brief summary of the proposed individual’s professional experience. 


 
Elaine Hughes, Lead Transcriptionist for Always On Time has over 20 years of transcription 
experience, both in general and legal transcription.  For several years her work consisted solely of 
Federal and State government contracts for unemployment compensation, social security and 
immigration hearings.  She has been fingerprinted and has Federal Security clearance. 
 
 


RELEVANT EXPERIENCE 
Information required should include:  timeframe, company name, company location, position title held during 


the term of the contract/project and details of contract/project. 
 
 
 
 


EDUCATION 
Information required should include: institution name, city, state,  


degree and/or Achievement and date completed/received. 
 
 
 
 


CERTIFICATIONS 
Information required should include: type of certification and date completed/received. 


 
 
 
 


REFERENCES 
A minimum of three (3) references are required, including name, title, organization, phone number, fax number 


and email address.   
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Part II – Cost Proposal 
RFP Title: Transcription Services 


RFP: 2091 
Vendor Name: Always On Time, LLC 


Address: P. O. Box 96775 
Las Vegas, NV 89193 


Opening Date: March 17, 2015 
Opening Time: 2:00 PM 







ATTACHMENT H – COST SCHEDULE 
 
 


Proposing Vendor: Always On Time, LLC 
 


 Geographical Areas:  
  
  


  Entire State 
 Northern: Reno/Sparks/Carson City 
 Southern: Clark County 
 Rural Nevada: Please list specific areas: 


 
 


 
NOTE:   Pricing should be charged per the page.  When the last page contains less 


than 13 lines, no payment will be made for that page.  There will also be 
no payment made for the Transcriber’s Certification page.  Each regular 
page of a transcript shall contain 25 typewritten lines. 


 
Transcript Pricing - Certified 
 
 Per Page/Line Rate     $2.50 
 
 Second Day Delivery $2.75 
 
 Next Day Delivery $3.00 
 
 Minimum per Transcript (if applicable) N/A 
 
Transcript Pricing –Un-certified 
 
 Per Page/Line Rate     $2.50 
 
 Second Day Delivery $2.75 
 
 Next Day Delivery $3.00 
 
 Minimum per Transcript (if applicable) N/A 
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CETS#16632


RFP#209l


AMENDMENT #2


TO CONTRACT FOR SERVICES OF INDEPENDENT CONTRACTOR
Between the State of Nevada
Acting By and Through Its


Agency Name:


Address:


City, State, Zip Code:


Contact:


Phone:


fax:


Email:


Various State Agencies


Monitored By: Department of Administration


Purchasing Division


515 E Musser Street, Suite 300


Carson City, NV 89701


Annette Morfin, Purchasing Officer


775-684-0185


775-684-0188


amorfini^admin.nv.eov


Contractor Name:


Address:


City, State, Zip Code:


Contact:


Phone:


Fax:


Email:


Always On Time LLC


1516 E Tropicana Avenue - P.O. Box 96775


LasVegas,NV 89193


Jaime Caris


702-434-8368 ext. 2


800-921-3259


Jaime@AlwaysOnTime.Biz


^


1. AMENDMENTS. For and in consideration of mutual promises and/or their valuable considerations, all provisions of
the original contract resulting from Request for Proposal #2091 and dated 06-09-2015, attached hereto as Exhibit A,
remain in full force and effect with the exception of the following:


A. Extend the contract termination date by one (1) year with a new effective to date of June 30,2020.


Current Contract Language:


I Effective From:


Amended Contract


Effective From:


July 1,2015


Language:


July 1,2015


n^


TroT


June 30,2019


June 30, 2020


2. INCORPORATED DOCUMENTS. Exhibit A (Original Contract) is attached hereto, incorporated by reference herein
and made a part of this amended contract.


3. REQUIRED APPROVAL. This amendment to the original contract shall not become effective until and unless
approved by the Nevada State Board of Examiners.


Revised: 07/04 Page 1 of 2







CETSS16632


RFP#209I


IN WITNESS WHEREOF, the parties hereto have caused this amendment to the original contract to be signed and intend to


be legally bound thereby.


^\[c\ fW?U^/v^
Independent'Contractor's Signature Date Independent Contractor's Title


Signature .


^. - ^^-,-r.


Date Title


Signature Date Title


Signature Date Title


//' -


Signature - Board of Examiners


APPROVED BY BOARD OF EXAMINERS


Susan Brow. <


On:


Date


Approved as to form by:


X1//. A^V.-—. -•-
Deputy Attorn^Gefieral for Attorney General


On:


"-'^ ^/7


Date


Revised: 07/04 Page 2 of 2





